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AREIDENTI AL

Lo e TWGh

OFFICE OF PERSONNEL MRMORANDUM NO. 208092

SUBJECT: Determiring and Recording In- amd Out-Casual Status of

imployees

le CGenersls

The Processiag and Resords Division (PRD) is reaporalible for

eatablishing and malntaining necessacy records concerndrg stafl employess
who are sssigued to positions on foreign r£ield tabiee of organization
{2/0) but who are in an in- or cub-casual status for tradindng, transporta-
Giem, or similar purroses.

2o Definitions:
5. dln-cazunl

in employes who continues o encumbar s position on & foreign

' field T/0 after bhaving retuwrned to the United States on & parmanant
change of station (PUS),
e Outecasual,
_ An employee who is assigned %o & position on s foreign field :
/0 but de actually performing dutiss or training iu the United Stad. .
ar hes not departed ivom the continentel U, S. for his overssas
agelgrment. '
3. Frocedures:
£, ldentification of In-casuals:
{1} Central Processing Pranch {CPE) will iuitlste Form No.
37200, INe AND OUT-CASUAL STATUS RECORD, (attachment) for each
in-casual who reports to hesdquarters snd will transmit this
form to Transactions and Records Pranch (TRR) in trdipiicate.
(2) THB will recerd the individualis gtatus az in-casual
iz the Posifion Conkrol File, and distribute the Foem Ho. 37-200
a2 follows:
Document Mo. ______ 00 &) Originnl - Officisl Personnsl Folday

Ko Change In €iass,
D Deciassified

Glass, Changed To: TS § € |

Auth.: HR 70-2
Dafe: arat)

(b) One sopy ~ Machine Records Diviasien, Offiea of
LConmplradler
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{¢}) One copy - Finance or Fiscdl Division, Office
of Compiroller, as spprorriate

fopies for distribution to the Office of ConBirolicr
will be forwarded dally by transmittel wemoirands
addrensed to the spproprisie Divieions.

te Removal frowm Io-gasusl Status:

YUpon receipt of an appronriate personnsl action, THE wi't
iniicate removal of au amployee fram in-casuel status by Snls A0
Towr Foe 37-200 in triplisate. 7This chénze will be reserdr+ in s
Pozition Controi Fils and the Form Es. 37-200 distribute 28 indgicates
in paragraph 3a{2), absva,

s, TIdentification of Oubt-casuslss

Upon veceipt of an appropriate perrounel action slfesting
sopointment or reassigmmert to a position tn & foreign rield T/0,
TRE will initiste Form Ho . 37=200, im tut) ieute, placing the :
4pdividusl in an out-casual status. This vhengs will be recopdec
jn the Position Control File and the Form o, [7-200 distribuied
us indicated in parugraph 38(2), above

" @0 FRemoval {rau Out~casual Statusg

Whest OPB hes sstablished a definite ds a of departuyre from
the continental United States, Form No. J7=-¢0: will bu ecupleted,
in triplicate, setting the dets of removal fria out-cesual siatus as
the date of departure from the continental Uniled States. This
shsnge will be recorded in the Position Contz:l File and the Fora
Yo. 37-200 distributec as indicated in paragr:ph 3a(2), sbove.

o Reporting: |

#. The Plamming snd Analysis Staff (PAS; will compile a raport
&8 of the end of esch calendar momth ineluding the followlng informe:-
zion on casuels for Offiges of the Deputy D.restors (Administrationt,

(Intelligence), and (Plans), the Office of Jommunications, the Office
af Training md the Office of Parsam]zg

(1) A machine resords list of in-casuals, indleating name,
organisation, and beginning date of in-casual status. _

{(2) A machine records list of c.it-casuals, indicating neme;
organization, and beginning date of out—casual statusc

bo . These reports shall be distribuled as followss ,
{1) Complete report to the Agsisbtant Director for Personiel
{2} Complete report to the Ghisf, FRD
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&3) ne eopy of thet powticn of the report comsexrnims his
respeetive jurisdietion to sask of the followings

Deputpy D%matcra {(Administration), (In‘iﬁlli.gm) aml

Aazaiz&aut Direotor for Coammisetions
Divector of Tyaining

25X1A

for Persornel

Attactment

@3@

CONF LOT 57 1,
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